DHAZ

Defense Health Agency

Online Registration Center (ORC)
Instructor Profile (for Course Coordinators)
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Instructor Profile Access M"I'

Defense Health Agency

B Before you gain access to the ORC, you
must have from permission from your
Service Lead

B The Service Lead will provide your name
and email to the CE/ORC Team at

B You will receive an email from PSP
COURSES with a link to your Instructor
Profile

B Click on the link to get to the Instructor
sign on page

B You sign on with your email address as
your Instructor ID and the password in the Viikor Lo
email - °

B Link to the Instructor Profile Logon: s el
https://www.onlineregistrationcenter.com/
trainer login.asp?m=250

B SAVE THIS LINK AS A FAVORITES as it is
how you access all your modules
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https://www.onlineregistrationcenter.com/trainer_login.asp?m=250
https://www.onlineregistrationcenter.com/trainer_login.asp?m=250
https://www.onlineregistrationcenter.com/trainer_login.asp?m=250

o
ORC Instructor Profile DHA=

Defense Health Agency

t 3
Information denoted with an is

mandatory

. BglineRegistrationCenter.com
Company IS the na me Of the " MaR0EMERE DNEEAN00 My Modules/Events Instructor Enroliment My Profile
Military Treatment Facility (MTF) i &
where you work

Enter the State of the MTF % Reko e
Enter the Country Of the MTF First Name ° Last Name ° City State/Province
o [ ] [ 1 L [select state vJ
Your email is your logon ID Conty ‘
‘Emﬂﬂ’ ‘
Phone Fax ‘P“s" !
| [ |
Biography
)
| save |[ Cancel |

“Medically Ready Force...Ready Medical Force” 3



-
My Modules e

Defense Health Agency

. After entering your emall and https://www.onlineregistrationcenter.com/trainer_reportasp?m=250
assword, you will be directed
P 'Y OnlineRegistrationCenter.cc
to the My Modules/Events Even Repisration Haragemens ince 1996
page v '
B All your modules will be listed

sue Dickson  [JEFTIFY

My Modules/Events Instructor Enroliment My Profile

h e re @ Return to Main | “You are assigned to participate in the modules/events listed below. You will be notified as each module/event is confirmed |

B Click on theicon to the
far right to access module
ma nagement Controls 1085 FSR.04.2512df Pstient Safety elearming/Self-Paced Leaming

eporting:

status: | All MESE || Display All

Closing Registered St Conf

]

E

Intermediste Course

B Click on a module name to
access that modules’
registration page

Unconfirmed Modules/Events
D Event Hame Location Price Start Date Closing Registered Status  Conf
2678 TtS01.08.15.ma.ds TesmSTEPPS Train Fort Leonard Wood, MO 1182015 1/11/2015 D of 50 Open -
the Stsff Janusry &
2015
TeamSTEFFS Train Landstunl, Germeny 12/11/2014 12/18/2014 0 of 70 Open
ihe Stsff December
112014
2874 PSLCE8.1814 md DoD FSF Fatient Disl-in and DCO Connect info will be provided 6/18/2014  6i25/2014 0 of 50 Open
Ssfety Learmi
Cirgle DoD Annual
Quslity sng Patient

|

2241 TS.05.29.14mad: TeamSTEPFS Avizno AB 528/2014 &/5/2014  0of10 Open
Neonatal

Resuscitstion

Erotocol May 28
2014

2895 TS.04.03.14.mads TesmSTEPFS Avizno AB 4/3/2014  4110/2014  5aof 10 Open - el
Eclampsia/hsg
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Track Attendance

—
e

Defense Health Agency

B Attendance must be tracked within 48
hours of course closure, failure to do so
will make the course ineligible for CE
credit

B From the home screen, click on the icon
to the far right to access module
management controls

B Oncein the module, click on the
Track Attendance tab on the left

B Check the box in the
Attend. Column for any attendee who
was at all contact hours (did not leave
early, did not arrive late)

B Click Update Attendance to save all
tracked attendance

a8 https://www.onlineregistrationcenter.com/trainer_report.asp?m=250

. N .
OnlineRegistrationCenter.com ue dickson - [JEFEEEN

Event Registration Management Since 1996
Instructor Enroliment My Profile

£  Retumn to Main

“You are assigned to participate in the modules/events listed below. You wil be notified as each module/event is confirmed. ‘

Status: [ All v | search: | [Fiter | [ Display Al

D Even nf
1095 FSRO425.12.d Estient Ssfety eLesming/Self-Paced Lesming w
Reporting:
Intermesiste Course

Unconfirmed Modules/Events
D Event Name Location Price StartDate Closing Registered Status  Conf
2678 Tt501.08.15.ma.ds TeamSTERPS Trsin Fort Leonsrd Wood, MO 1/8/2015 __ 1/11/2015 0 of 50 Open

nlineregistrationcenter.com/trainer_report_attendance.asp?m=250&module_id=2846

. . . p Sue Dickson
OnlineRegistrationCenter.com [ ogout|

Event Registration Management Since 1996
My Modules/Events Instructor Enroliment My Profile

& Track Attendance

#] ACPE Credit Report

Attend.  Transaction City/State Company DatelTime Method Fee
# BPSM Custom Fields R
TR0 1T Sier Soring. 1D 342014 15940 PM E 5200

342014 15300PM 5000

Evaluation Response | Update Attendance |

$) Final Roster by Cred
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Evaluation Response

e
a

Defense Health Agency

B Shows who has been sent an evaluation and
provides an opportunity to send out the
post-activity evaluation

B To send evaluations to all registrants

L Click the header box in the Feedback
column

Q

Q

A confirmation will popup asking you
if you want to send to ALL registrants

Click OK to send

B To send an evaluation to an individual
registrant

Q Click the letter icon in the person’s
row

O A confirmation will popup asking you
if you want to send to the one
registrant

O Click OK to send

The page at https://www.onlineregistrationcenter.com says:

egistratios

‘‘‘‘

OnlineRegistration!
Event Registration Management Since 19

Do you want to email the feedback request to AL customers?

Cancel

x

e List With Access to Various Reports and Features Assignedto Your Account

Monday

CE AUTOMATION TEST Module ID: 2846 Event ID: CEAutoTest

March 24, 2014 - Friday, March 28, 2014

‘eedbac

RegistrantName _ Email Credit Type _Service M.D.or D..
Dick flen dickson@gmail com
Dick dickson_sue@bah com
Registrant i Emai Credit Type _Service M.D.or DO,

Dukes Report

K Evaluation Response

Do you want to email the feedback request to the customer?

The page at https://www.onlineregistrationcenter.com says: *
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Final Roster a

Defense Health Agency

ttps://www.onlineregistrationcenter.com/trainer_report_attendance.asp?m=250&module_id=2895

B Click on the Final Roster
tab on the left

B This will show you a final
roster of all registrants,
when they registered,
whether they attended all
contact hours of the
training, and their
transaction numbers

. . . X sue Dickson [fEFETH
OnlineRegistrationCenter.com e Dickson [ EREEY

Event Registration Management Since 1996

My Modules/Events Instructor Enroliment My Profile

Return to Main The List on the Left Provides You With Access to Various Reports and Features Assigned to Your Account ‘

Billing Information

£ Track Attendance TeamSTEPPS Eclampsia/Mag Sulfate April 3 2014 Module ID: 2895 Event ID: TS.04.03.14.ma.ds
Location: Aviano AB,

& ACPE Credit Report Thursday, April 03, 2014, 4:30 pm to 5:30 pm, Course Location: MSU Simulation Room

& BPSM Custom Fields R

[ | | n d |V|d ua I cert |f| cates of Name Attend. Transaction CitylState  Company  DatefTime Method  Fee Certificate

. # Dukes Report 1. Bell, Toi-Anna E @  TR250-1208447777152 Aviano, AE 4/2/2014 10:09:35 AM A @
com p I et 10N are 2. Harmon, Michelle M @  TR250-1296444825984 APO, AE 4/2/2014 9:20:24 AM Q™
. Evaluation Response 3. Orads, Liberty v TR250-1296541854247 Aviano, AE 4/3/2014 12:17:32 PM W
automatlca”y Sent Out ) 4. Samson, Tiffany [  TReso-139es71322668 APO, AE 4/7/2014 7:48:50 QE
2 Final Roster by Cred 5. Walker, Jean N @  TR250-1238517871172 APO, AE ; Q@

after the event ends to all e )

2 Update Attendance ‘

attendees who have
attended all contact hours
and can be resent if
needed by clicking on the
envelope icon at the far
right

Sign-In Sheet
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Sign In Sheet

Defense Health Agency

Click on Sign-In Sheet. The
sign in sheet is printed and
used daily to track attendance
on site.

Attendance must be verified
by someone on-site each day
of training with name, date
and time attendance was
taken

® Return to Main
@ Billing Information
& Track Attendance

ACPE Credit Report

Dukes Report

To print: right click and select
print

Evaluation Response
Final Roster by Cred

Final Roster

Attendees verify their
information and make updates
if necessary

]

Sign-in Sheet

The email is where their CE
certificate will be sent so it
MUST be correct

OnlineRegistrationCenter.com

Event Registration Management Since 1996

Sue Dickson

My i Instructor Enrollment My Profile

l The List on the Left Provides You With Access to Various Reports and Features Assigned to Your Account ‘

CE AUTOMATION TEST NModule ID: 2846 Event|D: CEAutoTest

Monday, March 24, 2014 - Friday, March 28, 2014

Attendance Validated By:

Date Validated

Time Validates:

In order to receive your continuing education (CE) certificate, please note the following mandatory requirements. Failure to follow any of these will prevent you from
recsiving your CE certificate

1. You ST attend all con
ingligible to receive CE or

t hours of training and attendanos will be taken daily to verify full participation. Departing early or arriving late will make you
it.

"

You must complete and submit 3 post your course evaluation within 10 days of the course closure. Failure to do so will make you ineligible to recsive CE

cresit

w

You must have selected the correct type of CE certificate. |f you have selected "None” or fail to select a type of CE, you will not receive CE credit.

-

We must ha: certificates are emailed after the course complates and after you have following the sbove requirements. If we
do not have the correct email information, you will not receive the CE certificate.

email address.

The following data was pulled from your registration. Piease review the following and, if corrections are necessary, please cross out the incorrect information and
legibly write in the correct data.

Registrant Honday, Mar. 24

Dickson Sue

TR250-1392959581457

ellen dickson@gmail.com

Service: Not Applicable (I do not work with any of the sbove services)
Typs of CE Certificate: ACHE (Healthcare Executives)

Dickson Suellen

TR250-1393859481537
dickson_sue@bah.com
Service: Not Applicable (I do not work with any of the aboy
Type of CE Certificate: IACET CEU (Non-Specific Continy
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Defense Health Agency

Duke Report

B Used by Duke University to audit attendance tracking and evaluation submission

O Eval 1/Eval 2 columns show the date the registrant completed the mandatory evaluation (in this
example they havi not completed an evaluation)

U Attended columns

aws if they attended all contact hours (attendance tracked in ORC)

Sue Dickson

OnlineRegistrationCenter.com

Event Registration Management Since 1996

les/Events Instructor Enroliment My Profile

Return to Main The List on the Left Provides You With Al

Billing Information

CE AUTOMATION TEST Module ID: 2848

Monday, March 24, 2014 - Friday, March 28, 2014

& Track Attendance

# ACPE Credit Report

Generae Expont
& BPSM Custom Fields R
Last Name First Name MI Email Eval 1 Eval 2 Attended Service Facility Position Type of CEU requested Rph and Techs Birthday Rph and Techs NABP#
# Dukes Report 1. Dickson Sue suelien. dickson@gmail.com 0 Not Applicable Not Applicable ACHE {Haalthcars
Exescutives)
# Evaluation Response 2. Dickson Suelien dickson_sue@bah.com 0 Not Applicable Not Applicable IACET CEU (Non-

Specific Continuing
Education Unit)

=

Final Roster by Cred

=

Final Roster

e
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BPSM Custom Field Report

Defense Health Agency

B This screen will show a summary of the custom field data collected for the module registrants

. . . . Sue Dick
OnlineRegistrationCenter.com vevekeer [N

Event Registration Management Since 1996

My Modules/Events Instructor Enroliment My Profile

4" Return to Main The List on the Left Provides You With Access to Various Reports and Features Assigned to Your Account '
$% Billing Information
& TrackAttendance CE AUTOMATION TEST Module ID: 2846 EventID: CEAutoTest
; . Monday, March 24, 2014 - Friday, March 28, 2014
] ACPE Credit Report
A x ; z . 5
& BPSM Custom Fields R Last Name First Name Cell Phone (with area code and only to be used in case of emergency) Emergency contact name and phone number What is your employment status? If yof
Dickson  Sue 5021060 3015021060 Other
# Dukes Report Dickson  Suellen 5021060 3015021060 Contractor
& Evaluation Response
& Final Roster by Cred
& Final Roster
& Sign-In Sheet

—
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ACPE Report

Defense Health Agency

B This screen is used |OnlineRegistrationenter con sue Diceon (TR
to pull reports for e e e S Mk skl Encollact, My Profile
registrants who
have requested a
Pharmacy credit,

the ACPE

4 Return to Main The List on the Left Provides You With Access to Various Reports and Features Assigned to Your Account

® Billing Information
Event Start Date Range:
& Track Attendance

Start Date: | Aorl v|s v]oo v]|
#  ACPE Credit Report End Date: | Agri v|s v v]
3 | Fmer || Reset | | GeneraeExpon |
# BPSM Custom Fields R

2 Dukes Report
ORCID Course Name CourseDate Course Location  Total ACPE Units Last Name First Name M| Email Att. Feedback DOB NABP#

# Evaluation Response None Registrants
& Final Roster by Cred

#  Final Roster

B

Sign-In Sheet

—_—,—,—,—,—,—,————
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Billing Information

Defense Health Agency

. . - p & o Sue Dickson
OnlineRegistrationCenter.com

Event Registration Management Since 1996

B This screen is not
used as we do not
collect fees for our
activities

My Modules/Events Instructor Enrollment My Profile

T Return to Main The List on the Left Provides You With Access to Vanous Reports and Features Assignad to Your Account ‘

b= Billing Information

s e e CE AUTOMATION TEST Module ID: 2846 EventID: CEAutoTest

Monday, March 24, 2014 - Friday, March 28, 2014

[

Sign-in Sheet

Email: dickson_sue@bah.com

Pending (in-process or interrupted registrations)

Registrant Payment

1 ACPE Credit Report
Registrant Payment Billing Information
& BPSM Custom Fields R
1. Dickson, Sue TR250-1393959581497 3/4i2014 @ 1:59:40 PM
# Dukes Report 1853 Seminary Road Nami
Silver Spring, MD 20910 Address:
. Phone: 301
3t
M5 Evalation He sponac Email: suellen.dickson@gmail.com
£  Final Roster by Cred 2. Dickson, Suellen TR250-1393959481537 3/4/2014 @ 1:58:00 PM
One Preserve Parkway Name:
& Final Roster Suite 200 Aggress:
Rockville, MD 20852
Phone: 301

Billing Information

None
Cancelistions

Registrant Payment

Billing Information

Noe
Waiting | =t
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Questions?

Contact the Patient Safety Program CE Team at

pspcourses@bah.com
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